
UY BAN NHAN DAN 	CONG BOA XA HOI CHU NGHLA VIUT NAM 
TINH LONG AN 	 DO 14p - Ttr do - Hanh phiic 

Long An, ngay 45 thong 6 nom 2015 

QUYET DINH 
Ban hanh Quy the quail 1y, cap nh4t thong tin ho din tir  

can b(i, cong chirc, vien auk bAng phan mem Quin 1S7 can 
cong chirc, vien char tren dia bin tinh Long An 

UY BAN NHAN DAN TiNH LONG AN 

Can cir Luat T6 chirc HDND va UBND ngay 26/11/2003; 

Can cir Luat Cong nghe thong tin ngay 29/6/2006; 

Can dr Luat Can b6, ding chirc ngay 13/11/2008; 

Can dr Luat Vien chuc ngay 15/11/2010; 

Can cir Nghi dinh s6 64/2007/ND-CP ngay 10/4/2007 dm Chinh phu ve 
img dung cong nghe thong tin trong hoot dOng cua ca quan Nha mr6c; 

Can ,cir Thong tu s6 11/2012/TT-BNV ngay 17/12/2012 dm B6 Ni6 vu 
quy dinh ye the di) bao coo thong Ice va quan 1Si ho soy cong chirc; 

Xet de nghi cua So N6i vu tai t6 trinh s6 356/TTr-SNV ngay 09/6/2015, 

Quv-ET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy the Tian 13%, cap nhat 
thong tin ho so. dien tir can b6, cong chirc, vien chirc bang phan mem Quan ly  
can b6, cong chirc, vien chirc ten dia ban tinh Long An. 

Dieu 2. Giao Giam dac Sa N6i vu chu tri phi hop \Teri cac co quan c6 
lien quan huong clan, theo doi, kiem tra viec thuc hien Quyet dinh nay. 

Quyet dinh nay c6 hieu luc sau 10 ngay ke tir ngay V. 

Dieu 3. Chanh Van phong UBND tinh; Giam dOc Sec N6i vu, Thu truang 
cac sa nganh tinh; Chu tich UBND cac huyen, thi xa Kien Tu6ng, thanh pho 
Tan An chili trach nhiem thi hanh Quyet dinh nay./. 

Sty 	/2015/QD-UBND 

Nal nh(in: 
- Nhur Di&I 3; 
- Van phong Chinh phii; 
- BO N6i vo; 
- Cpc KTVBQPPL Bq Ttr phap; 
- Thuerng trArc Tinh lay; 
- Thtr&ng trirc HDND tinh; 
- CT, cac PCT.UBND tinh; 
- C6ng TTDT tinh; CEng bac) tinh; 
- Phong NCVX; 
- Um: VT, M. 
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UY BAN NHAN DAN 	CONG HOA XA HOI CHU NGHIA VIET NAM 
TiNH LONG AN 	 DOc Iap - Tir do - Hanh phtic 

QUY CHE 
Quail 157, cap nh4t thong tin ht) so.  dien tir can bO, 

cong chirc, vien chtic bang phAn mem Quan 157 can bO, cong chin, 
vien chin tren dia ban tinh Long An 

(Kern theo Quyit dinh so D,95-  /2015/QD-UBND ngayA516/2015 
cua UBND tinh) 

Chuang I 
NHUNG QUY DINH CHUNG 

Dieu 1. Phum vi dieu chinh va dOi tuvng ip dung 
Quy the nay quy dinh nguyen tac, nOi dung, trach nhiem, quy& han, moi 

quan he gida cac ca quan, dan vi, to chirc va ca nhan trong viec quan ly, van 
hanh va khai thac sir dung ho sa dien tir can Ix), cong chdc, vien chirc bang phan 
mem Quan ly can 1)0, cong chirc, vien chirc (sau day goi chung la Quan ly  
CBCCVC) ten dia ban tinh Long An. 

Quy ch6 nay ap dung d6i voi cac co quan, dan vi sau: 

- Cac sO, nganh tinh (sau day goi chung la so.); 
- Uy ban nhan dan cac huyen, thi xa, thanh ph0 (sau day goi chung la 

UBND cap huy'en); 
- Cac don vi su nghiep cong lap thuOc so va UBND cap huy'e'n; 
- Uy ban nhan dan cac xa, phuOng, thi trAn (sau day goi chung la UBND 

cap xd). 

Dieu 2. Giai thich tir ngfr 
1. Can b0, cong chirc, vien chirc quy dinh tai Quy ch6 nay bao 
- Can b0, cong chirc quy dinh tai Lt.* Can 1)0, cong chirc nam 2008 va 

cac van ban htrOng clan thi hanh; 
- Vien chirc theo quy dinh tai Lust Vien chirc nam 2010 va cac van ban 

htrong dan thi hanh. 

2. HO so dien tir can b0, cong chirc, vien chirc (sau day goi chung la he) so 
dien tir) la tai lieu dien tir ghi nhan va phan anh cac thong tin co.  ban nhat ve can 
b0, cong chirc, vier' chirc bao g8m: nguon goc xuat than, qua trinh cong tac, 
hoan canh kinh te, pham chat, trinh d0, nang luc, cac moi quan he gia dinh va,xd 
hOi cila can b0, cong chirc, vien chirc &me img dung cong 	thong tin nham 
hien dai hoa, nang cao hien suat, hieu qua trong quan 13",  va khai thac thOng tin 
hO so dm can 1)0, cong chirc, vien chirc. 

4. Tai khoan clang nhSp la ten va mat khdu a clang nhap vao phdn mem 
Quan 1)% CBCCVC. 
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5. Quan 15, tai khoan dang nhap là ,viec,tao mai, cap phat, han ch& In6 
r0ng hoac hay b6 quyen clang nhap vao phan mem Quan ly CBCCVC. 

Dieu 3. Phan mem Quan ly Cfin bo, cong churc, vien chic 

1. Phan mem Quan ly CBCCVC la 130 cong cu de phuc vu viec quan Vt, sir 
dung, khai thac cac thong tin tir ho so dien tir. 

2. Ph'an mem Quan ly CBCCVC la thanh phan trong he th6ng thOng tin 
tinh Long An, dugc cai dat ten may chii slat tai Trung tam du lieu oh tinh. 

Dieu 4. Cfic hanh vi bi nghiem cam 
Ho so dien tir dugc quan ly, sir dung va bao quan theo ch6 do tai lieu mat 

do Nha nu6c quy dinh. Nghiem cam cac hanh vi: 
1. Truy cap trai pile!) vao phan mem Quan 17 CBCCVC. 

2. Sir dung thong tin h6,so dien tir vao muc dich vu lqi ca nhan, cac muc 
dich xuyen tac sir that, boi xau can b0, cong chuc, vien chirc lam anh huong 
hoac chong pha co quan nha mot. 

3. Cung cap holacd6 10 tai khoan clang nhap,  vao phan mem Quan ly  
CBCCVC cho ca nhan, to chirc khong dugc giao quyen va trach nhiem quan ly  
sir dung. 

4. Lam 10 bi mat nha nuelc; truy nhap trai phep vao phan mem Quin 1)",  
CBCCVC; khai tilde va sir dung cac thong tin ho so dien tir trai voi Quy che nay. 

Chuang II 
QUAN LA?, THU THAP, KHAI THAC HO SCI DIEN Tfr 

Dieu 5. Quan 1Sr tai khofin ding nh4p 
1. Co quan, don vi theo phan cap v'e cong tic quan V,  can b0, cong chirc, 

vien chirc dugc cap tai khoan clang nhap, khai thac sir dung phan mem Quan ly  
CBCCVC. 

2. Sa N0i vu la co quan tham muu UBND tinh ve cong tic quan 1)% h6 so 
can b0, cong chirc, vien chirc dugc phep sir dung tai khoan quan tri cua UBND 
tinh de cap, phan quyen tai khoan clang nhap cho cac co quan, don vi theo phan 
cap ve cong tic quan b'T can b0, cong chirc, vien chirc; thut hien chirc nang 
nghiep vu ve cong tic can b0, cong chirc, vien chirc trong toan tinh. Cac co 
quan, don vi c6 nhu cau phan cap tai khoan dang nhap cho cac don vi truc thu0c, 
thong nhat voi Ser N0i vu bang van ban de dugc cap bo sung. 

3. Ca nhan dugc giao nhiem vu quan Vf, khai thic, sir dung h6 so dien tir 
c6 trach nhiem bao dam an town tai khoan dang nhap cua co quan, don vi. 

Dieu 6. Mil  hinh to chtic HO so' dien tir  

I-16 so dien tir cua tinh dugc to chirc theo mo hinh 3 cap nhu sau: 

1. Cac co quan, don vi true thuOc cac so va UBND cap huyen; UBND cap 
xa co trach nhiem cap nhat, quan 1)'T va khai thac h6 so dien tir. 
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2. Cac sa va UBND cap huyen co trach nhiem cap nhat, quan 1ST va khai 
thic hO sa dien tir, to chirc trien khai phan mem Quan 1ST CBCCVC; tong hop hO 
sa dien tir dm cac ca quan, don vi trkrc thuOc va UBND cap xa. 

3. Sa NOi vu CO trach nhiem quan 1ST, tang hop va luu tit ha sa dien tir dm 
cac co quan, don vi tren dia ban tinh; chiu trach nhiem quan 1ST hoat dOng dm 
phan mem Quan 1ST CBCCVC theo quy dinh dm Quy the nay va cac quy dinh 
khac cila phap luat. 

Dieu 7. Nguyen tAc quan 157 hO so' dien tir 
1. 1-16 sa dien tir dugc quan VT, sir dung va bao quan theo the dO tai lieu 

mat do Nha nu& quy dinh, chi nhang nguai dugc ca quan, to,  chirc, don vi CO 
tham quyen quan 1ST ho sa dien tir can bO, cong chirc dong ST bang van ban mai 
dugc nghien ciru, khai thac ho sa dien tir cila can bO, cong chUc, vien chirc. 

2. Ca quan, don vi c6 tham quyen tuyen dung, quan VT, sir dung cong 
chirc, vien chirc co trach nhiem quail VT ho so dien tir cua ca quan, don vi minh. 

3. Thong tin trong ha so dien tir phai thong nhAt vai ha so giAy. 
4. Ha so dien tir phai dugc cap nhat, 1)6 sung cac thong tin thuang xuyen, 

kip thai, day du va chinh xac. 

5. Thuang xuyen kiem tra va co bien phap bao dam an ninh, an town ha so 
dien tir. 

, 	6. Bao dam tinh tucmg,thich trong toan he thong thong tin lien quan den 
ho so dien tir khi co su. thay doi ye thiet bi va cong nghe. 

Dieu 8. Quy trinh lb mOi Op nh4t thong tin hO so' dien dr 
, Co quan, don vi dugc giao quan 1ST ha so c6 trach nhiem cap nhat nhang 

Nen dOng thuang xuyen ye dOi ngii can bO, cong chirc, vier' chirc do co quan, 
don vi minh quan VT vao phan mem Quan 1ST CBCCVC. Cu the nhu sau: 

1. Lap ha sa dien tir mai: 
a) Ca quan, don vi c6 tham quyen quan VT ha so can bo, cong chirc, vien 

chirc c6 trach nhiem cap nhat day du thong tin can 11(1, cong chIrc, vien chirc hien 
c6 m'a't theo bien the giao vao phan mem Quan ly CBCCVC. 

b) Trong thai gian 45 ngay lam viec, ke tir ngay c6 quyet dinh tuyen dung, 
co quan co tham quyen quan VT ho sa can bO, cong chirc, vien chirc do trach 
nhiem huang dan can bO, cong chirc, vier' chirc Ice khai lap ho so can bO, cong 
chirc, vien chirc; &Ong thai, 10 ho so dien tir mai trong phan mem Quan ly 
CBCCVC theo quy dinh tai Diem a, Khoan nay. 

2. Cap nhat thong tin ho so dien tir da c6: 
a) Doi vai thong tin thay dai tir phia co quan quan ly nha nuac nhu: dao 

tao, bOi duang, bo nhiem, nang luang, nang noch, khen thuang, kST luat... co 
quan c6 tham quyen quan 1ST ho so can bO, cong chirc, vien chirc co trach nhiem 
cap nhat thong tin vao hO so dien tir (thai han cham nhat khong qua 15 ngay lam 
viec, ke tir ngay van ban c6 hieu hp). 

b) Doi vai thong tin thay dal tir phia ca nhan nhu: Ke khai tai san, thue 
thu nhap ca nhan, ket hon, ly hon,... ca nhan c6 trach nhiem Ice khai vai co quan, 
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don vi theo dinh kS/ dugc thuc hien dong thoi cung viec ke khai b6 sung V/ lich 
hang nam hoc theo yeu cau quan ly ctila ca quan, don vi; co quan c6 tham 
quyen quart V/ ho so can b6, cong chirc, vien chirc c6 trach nhiem cap nhat vao 
ho so dien tir (thbi han cham nhat kitting qua 15 ngay lam viec, ke tir ngay nhan 
dugc ban ke khai bo sung). 

Dieu 9. Dieu chuyen, tiep nh4n hO so' dien tir 
Can b6, cong chirc, vien chirc dugc dieu d6ng, luan chuyen den co quan, 

don vi khac hoc dugc bo nhiem chirc vu thuc co quan khac quan V/ thi co 
quan, don vi cu phai c6 trach nhiem thuc hien chuyen giao ho so dien tin cho cac 
co quan, don vi khac quan ly (theyi han cham nhat khong qua 15 ngay lam viec, 
ke tir ngdy van ban c6 hieu luc). 

Dieu 10. Ltru frit HO so' diet' tir 
1. 116 so dien tir phai dugc ltru tit lau dai de phuc vu cong tac nghien ciru  

va thuc hien chinh sach dOi vai can 136, cong chirc, vien chirc. 

2. Viec luu tit phai thuc hien tuan thu nghiem ngt cac nguyen t&c bao 
dam an ninh, an toan doi vai ho so dien tir theo cac quy dinh hien hanh. 

3. H6 so dien tir can b6, cong chirc, vien chirc da nghi huu, thoi viec, tir 
tran van dugc ltru trir 	quan, don vi de theo doi. 

Dieu 11. Khai thic hO so' dien tin  

1. Khai thac H6 so dien tir la viec thuc hien cac quy trinh nghiep vu, cac 
chirc nang tra ciru, tim kiem thong tin ve can b6, cong chirc, vien chirc hoac tong 
hop cac tieu chi thong tin, lc& xuat cac thong tin, lap cac bang bieu th8ng ke, 
bac, cao va in cac ket qua xir V/ dugc ra man hinh hoc ra giay. 

2. Quyen sir dung va khai that s  h6 so dien tir bao g6m cac quyen nhu: 
quyen quan tri la quyen dugc toan quyen cap nhat, sira china, xir ly sao chep, loai 
b6 mot phan hoc toan b6 ho so dien tir; quyen cap nhat ho so dien tir la quyen 
dugc cap nhat, sao cher), sira chira ho so dien tir. 

3. Ca nhan dugc giao nhiem vu quan 	khai thac 	h6 so dien tir c6 
trach nhiem tuan thit cac quy trinh ve an toan bao mat thong tin. 

Chtrung III 
TRACH NHIEM QUAN Lt CAP NHAT HO SO DIEN TU.  

Dieu 12. Trach nhiem cim cac s& va UBND cap huyen 
1. Trach nhiem chung: 

a) Thuc hien quan V/ h6 so cansb6, cong chirc, vier' chirc. Tnrang hop uy  
quyen cho don vi cap clued quan V/ Ito so dien to can b6, cong chirc, vien chirc 
thi don vi dugc uy quyen c6 trach nhiem cap nhat thong tin can b6, cong chirc, 
vien chtirc vao ho so dien dr; don vi 	quyen kiem duyet phieu can b0, cong 
chirc, vien chirc va don doc kiern tra viec nhap thong tin can b0, cong chirc, vien 
chirc doi vai don vi dugc fly quyen; 

b) Dugc cap tai khoan dang nhap de thuc hien viec cap nhat, quan V/ va 
khai thac ho so dien tir thuc co quan, don vi minh. Quyet dinh phan cong cong 
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chirc truc tiep dtrov phep sir dung tai khoan clang nhep de quan 19 khai thac h6 
sa dien tir; 

c) Kien nghi va de xuat voi ca quan c6 thAm quyen sira doi, 1)8 sung nhung 
quy dinh lien quan den the d6 cep nhet, guar' 19 va khai thac ho sa dien dr; 

d) D6i v6i nhung 116 sa giAy khi giri ve Soy N6i vu de thkrc hien cac thu tuc 
theo quy dinh nhung kh8ng thong nhat v6i ho sa dien tir thi ca quan, dan vi 
quan 19 can b6, cong chirc, vien chirc phai c6 van ban giai trinh va dieu chinh lai 
cho phu hop. 

2. Trach nhiem cua Se( Thong tin va Truyen thong: 

a) Phi hop, h6 try chuyen mon trong cong tac quan 19 yen hanh cac may 
thiet bi tin hoc, mang may tinh va he thong phan mem Quan 19 CBCCVC. 

b) Hang ram phoi hop vai So. N6i vu co ke hoach duy tu, bao &rang dinh ky  
he thong, xem xet bo sung, nang cap trang thiet bi phan clang, phan mem, he thong 
bao met, an toan thong tin phil hop vori yeu cau va skr phat trien dm he thong. 

c) Chu tri, phoi hop So.  N6i vu ban hanh tai lieu huong clan sir dung ph'an 
mem quan 19 h6 sa dien tir; to chirc cac lop tep huAn sir dung phan mem Quan 19 
CBCCVC cho ngirefi truc tiep lam cong tac quan 19 ho sa dien to a cac 
nganh tinh va UBND cap huyen. 

d) Thuc hien trach nhiem theo quy dinh tai Khoan 1 Dieu nay. 
3. Trach nhiem cua Soy Tai chinh: 
a) B6 tri kinh phi hang nam de bao dam viec duy tri, yen hanh, quan 1)",, 

khai thac va nang cap he th6ng pham mem Quan 19 CBCCVC. 
b) Thuc hien trach nhiem quy dinh tai Khoan 1 Dieu nay. 
Dieu 13. Trach nhiem cua So.  Nei vu 
1. Tham muu UBND tinh ban hanh cac van ban quy dinh ve quan 19 h6 sa 

dien tir can b6, ding chirc, vien chirc tren dia ban tinh; 	xuat viec nang cap 
phan mem bao dam yeu cau ye khai thac, sir dung phAn mem Quan 19 CBCCVC. 

2. Huang dan cac soy, UBND cap huyen khai thac, sir dung phan mem 
Quan 19 CBCCVC. 

3. Duot phep sir dung tai khoan quan tri de quan 19 cac tai khoan nguoi 
dimg cna cac ca quan, don vi. 

4. Co trach nhiem thong bao bang van ban teen C6ng thong tin dien tir cua  
UBND tinh cho cac co quan, don vi ye viec xay ra sir co hoc nguy co xay ra sr 
co co anh hu&ng,den viec quail 19 va khai tilde sir dung phan mem Quan 19 
CBCCVC (khi phan mem ngimg host d6ng trong 02 ngdy lam viec lien tiep). 

5. Chu tri phi hop vOi cac dan vi lien quan thArn tra do chinh xac, bao 
dam cac yeu cau ky thue't an toan, bao met cho viec yen hanh phan mem quan 19 
ho sa dien tir de duy tri sir hoat Ong thong suot cua phan mem Quan 19 
CBCCVC ten mai truong mang Internet. 

6. Chu tri phi hop \Tod Se( Thong tin va Truy'n thong xay chrng Ic6 hoach 
(Iasi tu, nang cap may chu va ha tang ky thuet lien quan den cong tac trier' khai 
phan mem Quan 19 CBCCVC trinh UBND tinh xem xet, phe duyet. 
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7. Xay dung du town kinh phi hang nam de bao dam viec quan ly, khai 
thac ho so dien tir tren dia ban tinh. 

8. Than muu, de xuat UBND tinh xem xet, xir 15,  cac don vi, to chirc, ca 
nhan vi pham cac quy dinh tai Quy the nay. 

9. Thuc hien trach nhiem quy dinh tai Khoan 1, Dieu 12 Quy the nay. 

Dieu 14. Trach nhiem cua ngued duvc phan cong truc tiep lam cong 
tic quail 1Sr, khai thfic hO so' dien tir  

1. Dtrac sir dung tai khoan Bang nhap cua co quan, don vi a thuc hien 
viec cap nhat, quan ly va khai thac ho so dien tir theo phan cap quan 15/, thay doi 
mat khau &roc cap va to bao mat tai lchoan d'ang nhap dm co quan, don vi. 

2. Chiu trach nhiem ve tinh kip thii, chinh xac cim cac thOng tin trong 118 so 
dien tir, sir dung c6 hieu qua phAn mem Quan ly CBCCVC de cung cap kip died, 
nhanh ch6ng, chinh xic phuc vu yeu cau quan ly va tac nghiep chuyen mon. 

, 3. Ap dung cac bien phap bao dam an town va bao mat 118 so dien tir; de 
xuat cac bien phap bao dam sir dung va khai thic c6 hieu qua h8 so dien tir. 

,4. Nghien ciru, phat hien va bao 	o 	 5,  cao vi cap c6 tham quyen xem xet, xir 1 
cac van de phat sinh trong cong tat-quan ly ho so dien tir. 

5. Trtrimg hop mat mat khaki phai bao cao ngay voi ngubri dung dAu co quan, 
don vi va bao cao bang van ban ve Sb Noi vu de dtroc cap 10 mat khau maxi. 

6. ThuOng xuyen h9c tap, trao d6i kinh nghiem, b8i &rang de 'fang cao 
trinh dO chuyen mon, nghiep vu. 

Chuang IV 
TO CHUC THIIC HItN 

Dieu 15. TO chti.c thuc hien 
1. Sr N8i vu co trach nhiem hiking clan, kiem tra, don d8c cac soy, UBND 

cap huyen trien khai thuc hien Quy the nay. Tong hop, bao cao ket qua trien 
khai thuc hien vori UBND tinh theo quy dinh. 

, 2. Co quan, to chirc, don vi va ca nhan vi pham Quy the nay, tay theo tinh 
chat, mire d8 se bi xir 1y ky luat, xir phat vi pham hanh chinh hoc truy ciru trach 
nhiem hinh skr theo quy dinh cua phap luat. 

Trong qua trinh thuc hien, neu co van de vuong mac, phat sinh cac so, 
UBND cap huye'n kip 	phan anh ve SO NOi vu de tong hap, bao cao UBND 
tinh xem xet, sira doi, bo sung cho phu hop./. 
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